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Position Description

Position Title Café Supervisor & Cook
Reports to Centre Manager
Hours Part Time — 25-30hrs per week
Location Vermont South Learning Centre
Classification & Hospitality Industry (General) Award 2020 — Level 5, Food and Beverage
Salary range Supervisor. Pay point depends on qualifications and experience.
Conditions Hospitality Industry (General) Award 2020
Employment Clear National Criminal History Check
I LIS Valid Working with Children Check (Victoria)
First Aid Certificate (or willing to obtain)
Australian Right to Work Check

Vermont South Learning Centre Profile
Established in 1976, the Vermont South Learning Centre (Centre) is one of ten Neighbourhood Houses

located with the Whitehorse Council district in Melbourne’s eastern suburbs.

The Centre offers programs and services in a friendly, purpose-built environment to meet the needs of
the local community. These include adult education, lifestyle & recreational courses, children’s
activities, a social enterprise café & catering, and room hire.

Training and community connection is our core business. As a Learn Local organisation the Centre
offers subsidised Adult Education in Information Technology, Literacy and Numeracy including English
as an Additional Language and Vocational courses. Lifestyle classes in Health & Fitness, Art, General
Interest and Children’s Activities are also provided.

The facility’s spacious rooms are available for hire at affordable prices by community organisations or
individuals for celebrations, meetings, groups and social support programs.
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Mission
To provide all participants with equal opportunities to learn, socialise, gain skills, and be employed in a
friendly and supportive environment.

Vision

An inclusive and supportive community where people of all ages and diversity can engage in a
supportive and engaging environment.

Purpose of Position

Supervision and accountability for the daily operations of the VSLC Community Café and
catering service.

Lead and organise the cooking/preparing of a Café style menu, focused on healthy, nutritious
low cost food.

Train, supervise and support café/catering staff, students and volunteers.

Support the delivery of pre-accredited hospitality courses at the centre and supervise work
placements in the café/catering service.

Work with the staff, volunteers, local community and other stakeholders to further develop and
grow the Social Enterprise Café business, in response to community needs and aspirations.

Key Responsibilities

1. Café and Catering operations

Coordinate day to day functions of the Cafe, which will include but is not limited to: customer
service, cooking/food preparation, staff rostering and supervision, cash handling, and set
up/close down requirements.

Monitor and maintain the safety and cleanliness of the cafe, kitchen, courtyard and storage
area environments.

Plan, budget and deliver a Cafe style menu in accordance with season and fresh, affordable
food principles.

Foster a positive environment, which provides consistent, efficient, and friendly service for
customers, and exceeds customer expectations.

Oversee and support direct reports to ensure smooth day to day operations and an ongoing
continuous improvement culture.

Plan, budget and organise catering quotes, contracts and functions.

Provide first point of contact for Cafe and catering enquiries.

Ensure compliance with statutory laws (Food Safety Act / OH&S Act) and requirements
specified in Health Regulations.

Stock control - ordering stock and implementing processes regarding the receiving, storing and
utilizing of stock within the Café.
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2. Training & Work Placements

Support the delivery of training in pre-accredited hospitality courses.

Train, supervise and support staff, volunteers and course participants in the Café, with a
particular focus on pathway outcomes for priority groups.

Assist with the identification and development of programs that identify and support skills
growth and employment pathways in the area of hospitality.

Provide mentoring and maintain an inclusive learning environment for all abilities and learning
styles to achieve positive outcomes for participants and volunteers.

3. Marketing, administration and compliance

Assist the Marketing Officer and Manager with the development and implementation of
marketing strategies to ensure maximum utilisation of the Café and catering service.

Identify risks and implement strategies to address these risks.

Work in conjunction with Centre manager to develop and implement aims, objectives and
operational procedures for the cafe, its staff, volunteers and participants.

Maintain an up to date knowledge of relevant Food Safety legislation and food safety
procedures and ensure all documentation is maintained accurately and efficiently.

Maintain an up to date knowledge of OH&S legislation and ensure the café operations adhere
to all relevant requirements.

4. Financial Accountability

Ensure all financial processing and transactions are completed efficiently and in accordance
with relevant centre procedures.

Identify and report any variances or discrepancies directly to the Centre Manager.

Ensure the café and catering service run according to budget and expense limits are observed
and adhered to.

5. Leadership

Provide leadership and coordination for direct reports and volunteers supporting them to
achieve key responsibilities successfully.

Demonstrate leadership through ethical and accountable practices and positive effective
communication with all stakeholders.

Coordinate and ensure annual staff performance and development reviews are undertaken and
actioned for all direct reports, either in person or in conjunction with the Centre Manager.
Assist the manager with the recruitment, support and induction of volunteers and direct
reports.

6. Relationships and Partnerships

Develop and maintain strong working relationships with relevant job agencies, TAFE’s and local
RTO’s.
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e Develop and maintain effective working relationships with funding bodies, local Council,
partner organisations and other community stakeholders.

7. Organisational Relationships
e Responsible to: Centre Manager

e Responsible for: Café staff, volunteers and workplace students
e Collaborates with: ~ VSLC staff and Board, external stakeholders and partners

Key Selection Criteria

e Qualification in Hospitality and/or previous proven experience working in a café/restaurant in
community settings.

e Demonstrated skills and experience in cooking/catering as well as Barista coffee making
experience.

e Food Safety Supervisor Certificate (or willingness to obtain)

e Strong attention to detail and ability to drive excellent service standards.

e Previous supervision experience and effective leadership skills

e Well developed ability to work with diverse populations and with a broad range of community
and business partners and stakeholders.

e Highly developed communication skills, including skills in training, facilitation, negotiation and
conflict resolution.

e Strong organisational skills, including demonstrated computer skills.

e Ability to work effectively in a team environment and in a consultative manner.

Highly regarded:

e Certificate IV Workplace Training & Assessment.
e Previous experience working in a Social Enterprise or in community hospitality settings.

| have read, understood and agree to carry out the duties outlined in the above position description.

Signature of Employee: Date:

Name of Employee:

Signature of Manager: Date:

Name of Manager:

VSLC Café Supervisor Position Description — Dec 2020 Page |4



